
Uploading a Redacted Document and Marking Public

The Public flag is only available once a document has been uploaded into NxGen.  Therefore, 
the below steps must be performed:

1)  Create the Redacted Document

2)  Upload a Redacted Document 

3)  Mark the Document Task Public

1)  Create the Redacted Document

First, Download the document onto your  Desktop or any working area on your computer.

Locate the Dismissal Letter that you want to redact.  

a. Click the Cases tab, query for the case, maneuver to the Case > Action tab and click 
on the Action name link.

.
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b. Scroll down to the Action Tabs.  Click on the Documents Tab.  

c. Click on the document icon or the document name to open the document.  

d. When the document opens, save the document as a PDF file.  If the document is a 
Microsoft Word file, print to Adobe to create the Adobe file.  Click on File, Print
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e. Select Adobe PDF as the printer name.  

f. A PDF file will be created, save this PDF file on your computer where you can work on 
redacting the file and later upload into NxGen when finished.

g. For assistance on how to Redact in Adobe, see Adobe instructions.  

2)  Upload the Redacted Document into NxGen

Since NxGen will be the vessel to hold all documents in case, Redacted Copies of documents 
should be stored in NxGen.  Currently, there are two types of Redacted Copies.

Agency Redaction is available for documents that are redacted for FOIA compliance.  This 
will help to maintain documents in the file that can satisfy FOIA requests and redactions will 
not have to be performed multiple times on the same document.  

Public Redaction is available for posting documents on the Internet.  
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a. Click on the Document Info button or link.  See (1) OR (2) below

1. If you are on the Action > Task Tab, click on the Info link (blue lettering) under the 
Info column.  

2. If you are on the Action > Document Tab, click on the Info icon  under the Info 
column.  



Uploading a Redacted Document and Marking Public
Page 5

Rev: 1-24-11

The Document Information Window opens.

b. Upload the Redacted Adobe document in the Public Redaction area.

c. Locate the document by using the Browse button.  

d. After the file is located, click the Create button and the file will be uploaded into 
NxGen.  

e. Document metadata is available to indicate the date the Redacted Copy was created 
and by whom.  

f. The redacted copy can be viewed by clicking on the Public Redaction Link

g. If necessary, the document can be deleted by clicking the Red X. 
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3)  Mark the Document Public from the Document View

After the document has been reviewed, check the Public Flag checkbox.  This can be 
accomplished using the Document Task in NxGen

a. Close the Document Info Window and you will be returned to the Document Task.  

b. Verify the Editable Field is “Read Only”.   Verify the Visible Field is “NLRB.” Use the 
drop down selections to change the Field if necessary.   Click on the checkbox next to 
Public to mark appropriately.
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ANSWERS TO FREQUENTLY ASKED QUESTIONS

1. How do I remove a document from the Public Website?

a. All you need to do is uncheck the Public Flag on the Document Task.

2. How do I delete a document that is the wrong one?  

a. Go to the Document Info View using the Info Link or Info Icon.  Click on the 
Red  X under Redacted Copies.
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